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ABSTRACT 

This document presents computer-based le&sons used to 
teach basic library skills to college students at York College of the 
City University of New York. The information for library orientation 
has been entered on a disk which must be used in conjunction with a 
word processing program, the Applewriter He, and an Apple He 
microcomputer. The lessons provide instruction in four basic areas: 
the card catalog, indexes, periodicals, and locating books on the 
shelves. Throughout the lessons, students are instructed in the basic 
areas and are required to load the various sections into the 
computer's memory. Thus, the student actively participates in the 
educational process. Step-by-step lessons are accompanied by sample 
library cards, excerpts from periodical indexes, and library-specific 
microfilm holding lists. (THC) 
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COMPUTER BASED LIBRARY ORIENTATION 
IntrO'ductlpn / 

. : • / ; ■ / 

Library orientation has been performed ^in a variety of ways in the past. 
Currently, the library at York College /of the City University of New York is 
attemptinf\ to teach basic library skills ysing am Apple lie microcompbter . The 
information for orientation has been entered on a disk which must be used in 
conjunction with a word processing program, the App]ewriter lie. 

]n the l;}ssons, the student is instructed in four basic areas: the use of the card 
catalog, indexes, periodicals, and locating books on the. shelves. Throughout the 
lessone, the students are instructed' in the basic areas and must load. the various 
sections into the computer's memory/ Thus the student must actively ^participate 
in the educational process. /- 

Though these lessons have been prepared on an Apple with the Applewriter^ the 
same technique can be used with most microcomputers in conjunction with word 
processing software packages. 

Robert Machalow 

York College of C.U.N.Y. 



The Card Calulog 

1. In order to find 8 book in this library, you must use, the card catalog. The card 
catalog is a piece of furniture in which are kept index cards which list the author, 
title and subject of each book owned by this library. 

The lists the , i and ^ of all the 

books owned by this library. 

To check your answers-, depress the control key and 1. Then type" c c 2. Finally, depress 
the rcLurn key. ^ 

2. (card catalog; author, title, subject) 

In general, the author of a book is the name of the person who wrote it. 

To continue, depress the control key and 1. Then type c c 3, FtnaUy, depress the 
return key. 

3. The title of the book is the bopk^s name 

To continue, depress the control key and 1. Then type c c 4. Finally, depress the 
return key. 

4. The subject of the boo', is what the book is about in general terms. 

To continue, depress the control key and 1. Then type c c 5. Finally, depress the 
control key. 

5. Match the words in the first column which their definitions in the second column: 

Title Person who wrote the book 

Author Name of the book 

Subject What the book is about 

To^ continue, depress the control key and 1. Then type c c 6. Finally, depress the 
return key. 

6. In this library, the author and title cards are kept together alphabetically. The 
subject cards are kept in a separate set of drawers in the card catalog. They are also 
kept in alphabetical order. 

To continue, depress the control key and 1. Then type c c 7. Finally, depress the 
return key. 

7. If you want to use a book about abortion, in which catalog would you look? 
^ a. authors-title 

b. subject 

If you think •'a" is the correct answer, depress the control key and 1. Then type c c '9. 
Finally, depress the return key. 

If you think •'b" is the correct answer, depress the control key and 1. Then type c c 
10. Finally, depress th^ return key. 



8. It you want to find a book written by John Milton, in which catalog would you look? 

a, author-title 

b. subject , 

If you think "a" is the correct answer, depress the control key and 1. Then type c c 

10. Finally, depress. the return key. . ' , . 

If you think "b" is the correct answer, depress the control key and 1. Then type c c 

11. Finally, depress the -return key. 

9. Remember, the subject of a book is what the book is about in general terms. 

To continue, depress the control key and 1. Then type c c 12. Finally, depress the 
return key. 

10. Very good . To continue , depress the control key and 1. Then type c c If. Finally, 
depress the return key. 

11. Remember.: , . i i 

In general, the author is the name of the person who wrote the book. 

The title of the book is its name. 
To continue, depress the control key and 1. Then type c c 17. Finally, depress the 
return key. 

12. If you are looking for a book about art, in which portion of the card catalog would 
you look? ^ . 

a. Author-Title 

b. Subject 

if you chose Author-title, depress the control key and 1. Then type c c 9. Finally, 

depress the return key. -.^ t.. ^ j 

If you chose Subject, depress the control key and 1. Then type c c 10. Finally, depress 

the return key. , . 

13. If you are looking for a book entitled "Paradise Lost," in which portion of the 
card catalog would you look? 

a. Author-Title 

b. Subject 

If you chose Author-Title, depress the control key and 1. Then type c c U. Finally,, 
depress the return key. • ' m ^ 

' If you chose Subject, depress the control key and 1. Then type c c 11. Finally, depress 

the return key. 

U. Very good. You now know the uses of the Author-Title and Subject portions of the 
card catalog. 

To continue, depress the control key and 1. Then type c c 16. Finally, depress the 
retrun key. 
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To'c'ontinue, dtfpress the control key, and 1. Then type c c 16. Finally, depress the 
retijrn key. | ! 



IG.ilf you arej looking, for a book entitled "Great Expectations," in which catalog would 
youi look? 



I "a. Autihor-T|tle 
! b. Subject 

! I ■ . . 

If you chose ^uthor-Title, depress the control key and 1. Then type c c 14. Finally, 

depress the return key. , , ^ ^ , 

If you choss 'subject, depress the control key. and 1. Then type c c 11. Finally,, depress 

the return key. 

17. If you are looking for a book about John F. Kennedy, in which part of the card 
catalog would. you look? 
i , . 

a. Author-Title , . ^ 

b. Subject 

|f you chose Author-Title, depress the control key and 1. Then type c c 9. Finally, 
depress the return key. 

U you Ciiose Subject, depress the control key and 1. Then type c c |0. Finally, depress 
ithe return key. 

:'l8. There are three types of cards in the card catalog. The three types are: author, 
'title and subject cards. , 

To continue, depress the control key and 1. Then type c c 19. Finally, depress the 
return key. 
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l^i. The author cnrd (onlainS a great deal of information. Study the sample card in the 
booklet which was given to you when you borrowed this disk. 

The following is a list of the important informatipn on the author card: 



Area Number 
I 



II 



III 



IV 



VI 



VII 



VIII 



Description 

Call number, needed to locate 
book in library 



Author *s name. This card is 
filed alphabetically by 
the author's last name 

Title of book. If the author 
has written more than one 
book, all his books will be 
filed together according to 
his name, and then alphabet- 
ically by the title of the 
booksp excluding first words 
of 'a^'an^ and 'the', 

Author 's, name, as it appears 
in the book. Here the author's 
name is written in its natural 
order, with the firgt name 
before the last. 

Place of publication, which 
is needed .when listing a 
book in a bibliography 

Publisher's name, which is 
needed when listing a book 
in a bibliography 

Date of publication, which 
is needed when listing a 
book in a bibliography 

Number of pages, which may 
help you to determine how 
much information may be in 
the book 



Example (from card) 
PN 57 
.A6 
K 6A 
1983 

Knight, Stephen Thomas 



Arthurian literture 
and society 



Stephen Knight 



New York 



St. Martin's Press 



1983 



229p 



After studying the information above and the sample author card, you may continue by 
depressing the control ke> and 1. Then type c c 20. Finally, depress the return key. 
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20. Hused on t.ho second author card in the manual, match the description of f}ach of the 
areas in the first column with the information from this card in the second column. 
Note your answers on a separate sheet of paper. 

Before beginning, you may want to review the previouij section. To do this, 
depress the control key ind 1. Then type c c 19. Finally, depress the return key. 

Call number a. Carver, Terrell 

Author's name b. Oxford University Press 

Title c. HX 39.5 C33 1982 

Place of publication d. lOAp 

Publisher's name e. Marx's social theory 

Date of publication f. Oxford (Oxfordshire); New York 

Number of pages in book g. 1982. 

To check your answers, depress the control key and 1. Then type c c 20a. Finally, 
depress the return key. ^ 

20a. Answers to c.c.20: 

c,a,e,f,b,g,d 

Call number a. Carver, Terrell 

Author's name b. Oxford University Press 

Title c. HX 39.5 C33 1982 

Place of publication d. lOAp 

Publisher's name e. Marx's social theory 

Date of publication 'f. Oxford (Oxfordshire); New York 

Number of pages in book g. 1982 



To continue, depress the control key and 1. Then type c c 21. Finally, depress the 
return key. 
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21. Study the first title card in the manual. The following is a list of the 
info'Tnation on a title card. 



Area 
1 



II 



III 

IV 

V 

VI 

VII 

VIII 

IX 



Description 

Call number, needed to locate 
the book in the library 



Title: this card is filed 
alphabetically by the first 
word of the title other 
than "the,' 'an' or 'a' 

Author's name 

Title 

Aut'.iOx 's name as it appears 
in ihe book 

Place of publication, which 
is needed when listing a 
book In a bibliography 

Publisher's name, which 
is needed when listing a 
book in a bibliography 

Date of publication, which 
is needed when listing a 
book in a bibliography 

Number of pages, which may 
help you to determine how 
extensive the book is 



Example from the title card 

PN 
57 
.A6 

K 6^ 
1983 

Arthurian literature and society 



•Knight, Stephen Thomas 
Arthurian literature and society 
Stephen King 

New York 

St. Martin's Press 



229p 



After studying the catalog card and the above information, " you m;iy continue ty 
depressing the control key and 1. Then type c c 22. Finally, depress the return key. 
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22, Study the second sample title card in the manual. Then match the description of 
each area in the first column wich the information from the sample card in the second 
column. Write your answers .on a separate sheet of paper • 

If you would like to review the previous section, depress the comtrol key and !• Then 
type c c 21. Finally, depress the return key* 



Title 

Author 

Call number 

Place of publication 

Publisher 

Date of publication 
Number of pages 



a, Terrell Carver 

b, 104p 

c. HX 39.5 X33 1982 

d, Oxford University Press 

e. Oxford (Oxfordshire), New York 

f. Marx's social theory 
8- 1982 



To check your answers, depress the control key and 1, Then type c c 22a/ Finally, 
depress the return key. 

22a. Answers for section 22: 



f ,a,c,e,d,g,b 



Title 

Author 

Call number 

Place of publication 

Publisher 

Date of publication 
Number of pages 



a. Terrell Carver 

b. 104p 

c. HX 39.5 ^33 1982 

d. Oxford University jPress 

e. Oxford (Oxfordshire), New York 

f. Marx's social theory 

g. 1982 , / \\ 

To continue, depress the control key ai^d 1. ^hen type c c 23* Finally, depress the 
return key. 
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23, Study the first sample subject card in the manual. Then study the second sample 
subject card: they are both for the same! book. The following is a list of important 
information on both subject cards. \ 



Area 
I 



Description 

Call number, which is ne^^ded 
to locate the book 



Example from sample subject cards 



II 



Subject. These cards are 
filed alphabetically by 
the first word of the 
subject on ttijie subject 
catalog 




a. Arthurian romances — History and 
criticism 

b. Literature and society 
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III Author's name. If there is Knight, Stephen Thomas 
more than one book in the 

library about a particular 
subject, the cards for . 

that subject, are. filed — - — 

alphabetically within that 
subj.xt by the author's 
last name 

IV Title Arthurian literature and society 

V Author's name as it appears Stephen Knight^ 
in the book 

VI . Place of publication, which New York 

is needed when listing a 
' book in a bibliography 

VII Publisher's name, which is St. Martin's Press 
needed when listing a book 

in a bibliography 

YIII Date of publication, which 1983 
is needed when listing a 

book in a bibliography t 

IX Number of pages, which may 229p / 

help you to determine the 
. ' scope of the book • 

After studying the above information, you may continue by depressing the control key 
and 1. Then type c c 24. Finally, depress the return key. 



24. Study the next 'sample subject card in the manual. Match the description of each 
area in the first column with the information from the sample card in the second 
column. Write y^ ur amswers on a separate sheet of paper. 

If you would like to review the information in the last section, depress the contr">l 
key and 1. Then type c c 23. Finally, depress the return key. 



t?.ll number 


a. 


104p 


Subject 


b. 


1982 


Author 


c. 


HX 39.5 .C33 1982 


Title 


d. 


Marx, Karl, 1818-1883— Sociology 


Place of publication 


e. 


Oxford (Oxfordshire), New York 


Publisher's name 


f. 


Oxford University Press 


Date of publication 


8- 


Carver, Terrell 


Number of pages 


h. 


Marx's social theory 



To check your answers, depress the control key and 1. Then type c c 2Aa. Finally, 
depress the return key. 
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c,d,g,h,e,f ,b,a 



Call number a. 104p 

Subject b. 1982 

Author c, HX 39.5 .033 1982 

Title d. Marx, Karl , 1818-1883--Sociology 

FMace of publication e. Oxford' (Oxfordshire), New York 

Publisher's name f. Oxford University Press 

Date of publication . g. Carver, Terrell 

Numbei of pages h. Marx's social theory 

To continue, depress the control key and 1. Then type c c 25. Finally depress the 
return kcj. 

25. You now have a good understanding of the three basic types of catalog cards. and the 
information whicn can be found on each. ' 

To continue, depress the control key and 1, Then type c c 26. Finally, depress the 
return key. ' - 

26. There are two other types of cards in the card catalog. They are "see" and "see 
also" cards. 

"See" cards tell you that the subject or name you are looking up is filed under a 
different heading. In order to find the information you want, you will have to look it 
up under the ne. heading. An example of this is the subject of "immigration." The 
cards for this suDject are filed under the topic of "Emigration and immigration." If 
you look in the subject catalog under the topic of immigration, there will be a card 
which states: 

Immigration 
See 

Emigration and immigrat^A^on 

"See also" cards indicate that there are more books on a very similar subject filed 
under a different heading. Thus, the student who wishes to do a thorough search will 
look under the se.cond heading also. 



If you would like to continue, depress the concrol k^y an.d 1. Then type c c 27. 
Finally, depress the return key. • ' 

27. There are two.synbols which are used above the cjall number on library catalog cards 
which should be remembered. They iare: 



1. * and +, which indicate that the book is 



oversized. These books are taller 



than normal books, . and are shelved separately in th^ oversized. collection. 

\ * • I' 
I 2. REF, which means that the bbok is a reference book. All reference books are 

ketit ih the reference section. They cannot be borrowed, but are always available for 

use in the library. < ' / 

tb continue, depress the control key and 1. Then t/ype c c 28. Finally, depress the 
re/turn key. . i / 

. Some library materials are not listed in theycard catalog. These materials include; 

a. periodicals: The periodicals which a^e owned by the library are listed on a 
fVisible file which is located at the current periodicals desk 



/ 



b. vertical file materials: These materials are not catalogued, but are kept in 
file cabinets in the reference area by subject 

c. Curriculum Materials Center materials: These materials are primarily for the 
students in Teacher Preparation courses. There is a separate card catalog for some of 
the materials in the Curriculum Materials Center, while a majority of the material is 
arranged on the shelves by broad subject and is uncatalogued. 

d. non-print materials; These materials are listed in a separate card catalog, 
which is localted near .the main card catalog 

To continue, depress the control key and 1. Then .:ype c c 29. Finally, depress the 
return key. 

29. Congratulations: you are now equipped with the knowledge to utilize the ^.ard 
catalog effectively. 
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1983 





fa*!: 




gK4y y «phyn?Tho 




jERiC] 




* 



HX 

39.5 Carver. Terrell* 

•C33 Marx'B social \heory / Terrell 

1982 Carver. — ' Oxford [Oxfordshire] ; Ncv 

York : Oxford OnlvirPity fresB, 1982. 
104 p« ; 22 cn« 

Includea bibliographical references 
and 1 ndex* 

ISBN 0-19-219170-5 



1. Marx, Karl, 1818-1883 — Sociology- 
I,. Tllle 



NJY 30 JAN 84 8170698 VMYYat 82-2158 
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8783688 TMTTftt 



88-16847 
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Marx'e socliil theory 



^''Sr^JSs^IS^Til theory / Terrell^ 
;S2? Cftrt^J. — Oxford [Oxfordshire] c New. 

1982 Yojr? Oxford Onlversity Press. 1982. 

IS^lSJei blblliBraphlcnl references 



and Index* _ ^ _ 

ISBN 0-19-219170-5 



1. Marx. Krvrl, 1818-1883— Sociology. 
I. Title 

Njy 30 JAN 84 8170698 VMYYat 82-2158 



19 



SAMPLE SLBJllCr CARDS 
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tit; 



Prei 



r ■ • ■ 





-1. Arthurian ro«anc««~~HI »ipr J fttid 





mi 



HX. 
39.5 
*C33 
1982 



MARX, KAPL, 1818-1883-— SOCIOLOGY. 



Carver, Terrell. * 

Uarx*e socltil theory / Terrell 
Carver. — Oxford [Oxfordshire] ; New 
York S Oxford Onlvcrsity Press, 11)82. 
104 p. ; 22 cm. 

Includes bJ bl losraphlcal references 
and Index. 

ISBN 0-19-219170-5 
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!. Marx, Karl, 1818-1883 — Sociology, 
I. Title 



NJY 



30 JAN 84 



8170698 VMYYsc 



82-2158 ! 
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Indexes 



1. In tilt; library, you can use information frorr either books or magazines, 
journuls, or periodicals. To gain access to the magazines, journals and 
periodicals, you must consult an index or rend through every issue of every 
magazine in the library. Surely, using an index is much easier than that. An index 
to journals is simply a list of articles written on diffcrejit subjects. The list 

11 y arranged alphabetically by subject. • 

To locate an article on a particular subject, you must consult a(n) . 

When you have filled in the Uank, check your answer by depressing the control key 
and 1 at the same time. Then type section two. Finally, depress the return key. 

2. (index) 

In this library, there are many indexes, some of which are on general subiects, 
while others are on more specific subjects. 

To continue, depress the control key and -1. Then type section three. Finally, 
depress the return key. 

3. The most general indexes in this library are READERS' GUIDE TO PERIODICAL 
LITERATURE and the "MAGAZINE INDEX.. These two indexes contain nearly the same 
information, but READERS' GUIDE is in several books, one for each year going back 
to 1900, while the MAGAZINE INDEX is on a machine , and holds only up to five years 
of material. 

The two most general indexes in this library are . and ^ 

After filling in the blanks, check your answers by depressing the control key and 
1. Then type section four. 

A. (READERS' GUIDE TO PERIODICAL LITERATURE and the MAGAZINE INDEX) 
Other than the subject areas which are covered by the various indeices, most are 
used in the same way. If you can Understand how to uSe one, you will be able to 
use all of them. In the manual is a copy of a page from READERS '' GUIDE TO 
PERIODICAL LITERATURE. Examine the sample page. 

To continue, depress the control key and 1. Then type section live. Finally, 
depress the return key. 

5. The subjects are listed in alphabetical order, and a e at least two spaces 
further to the left than the rest of the information in the column. An example of 
this is indicated as 'I' on the .copy. 
What is the subject marked 'I"? 

After writing your answer, check it by depressing -the control key and 1. Then type 
section six. Finally, depress the return key. 



6. (Abortion) 

Under the topic of 'abortion,' there are two articles listed. The first article s 
title is "The battle over abortion (tactics of right to life groups).' 
What is the title of the second article about abortion on the sample page? 
To check your answer, depress the control key and 1. Then type section seven. 
Finally, depress the return key. 
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7. ("My two -daughters' abortions") 

After the title of the article, the authoV's name is usually listed. In the first 
article, the author's name is G, Kjpecky. 
What is the name of the author of the second article listed on the same page under 

the topic 'abortion'? 

To check your answer, depress the control key and 1. Then type, section eight. 
Finally, depress the return key. 

8. (N Hunt) u . T u 
After the author's name, there might be a symbol noting whether the article has 
pictures of any sort. The symbol is "il," which is an abbreviation for 
illustrated. 

Is the first article illustrated? 
Is the second article illustrated? 

To check your answers, depreess the control key and 1.. Then type section nine. 
Finally, depress the return key. 

9« (Ybs, y6s) 

Sometimes there is no abbreviation after the author's name. If 'il| is not 
directly after the author's nartie, you can assume that the article is not 

illustrated. . m a 

To continue, depress the control key and 1. Then type section tBIift^l'inally , depress 

the return key. ; 

10. Finally, there is an abbreviation of the title of- the magazine, journal, or . 
periodical in which the article has been printed. Sometimes the name of the 
magazine is written out in full, but to save si^ace, it is often abbreviated. A 
list of these abbreviations is in -the front of each volume of READERS (jUIUE lU 
PERIODICAL LITERATURE. This list is reproduced for yo^in the accompanying 

manual. , ^ 

After studying the sample pages, continue by depressing the control key and i. 
Then type section eleven. Finally, depress the return key. 

11. The journal in which the first article about abortion was published in a 
periodical entitled "Glamour." 

In what journal was the second article about abortion published? 

To check your answer, depress the control key and 1. Then type section twelve. 

Finally, depress the return key. 
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^2. ("Ms") 

After the title of the journal is a code of numbers and letters which specify the 
exact location of the article in the journal. This identification includes the 
volume number followed by a colon^(:), the pages on which the article can be 
found, and then an abbreviation of the date of the publication, usually a month 
and year. From the information given about the first article about abortion, you 
can SCO that this particular article was published in volume 81, pages 218-219, in 
Juno of 1983. 

In which volume number, on which pages, and in which month and year was the second 
article about abortion published in "i>is" nagazine? . . 

To check your answer, depress the control key and 1. Then type section thirteen. 
Finally, depress the return key. 



13. (Volume 12, pages 21-2A, August 1983) 

To summarize: an entry in READERS' GUIDE TO PERIODICAL LITERATURE contains many 
different data elements. Within each subject, the data elements are: 

a. Title of the article =• 

b. Author's name 

c. Whether or not the article is illustrated 

d. Name of the journal in which the article was published 

e. Volume number of the journal 

f. Page number on which the article was published 

g. Date of ■^'^urnal publication 

To continue, depress the control key and 1. Then type section fourteen. Finally, 
depress the return key. 

lA. Sometimes the subjects listed in an index are very broad, and thus include 
many aspects of a particular subject. These smaller, more specific aspects are 
divided from the broad subject by what are called subheadings. Under the heading 
of Abortion, there are several subheadings. The first of these subheadings is 
marked' 'II 'on the sample sheet in che accompanying manual. Some of these 
subheadings a:e again divided intC^ore specific subheadings. 

List the subheadings under the topic abortion. ' 
To check your answer, depress the control key and 1. Then type section fifteen. 
Finally, depress the return key. 

15. (Laws and regulations. Laws and regulations (Canada, Ireland), Moral and 
religious aspects. Psychological aspects, c^/,cf ' ' ^^tate aid)). 
After the general topic of abortion and all its subheadingss, the index can list 
other topics which begin with the same word (in this case abortion). On the page 
reproduced for you, there are two other topics which begin with the word abortion: 
abortion clinics, and abortion decisions. 

To continue, depress the control key and 1. Then type section sixteen. Finally, 
depress the return key. 

16. When you examine the heading "abortion decisions," you see that the index 
lei Is you "See United States Supreme Court--Decisions--Abortiari Decisions." 
Thir/ means that the articles an the topic of abortion decisions are all listed in 
this volume under the heading of United State Supreme Court— Decisions— Abortion 

on 

CO \ 



Decisions. Thus, to find the articles on 
d!vfferent place inithe index. 
To continue, depress the control key and 
depress the return key. 



this subject, you have to look in a 

CO 

1. Then type section seventeen. Finally, 



17. Now that you understand how to use READERS' GUIDE TO PERIODICAL LITERATURE, 
you wrtl be able to use any of the indexes in the library. Your next task is to 
decide which of the indexes in the library is most appropriate for the ^^ubject . 
that you have to research. . ■ ^ \ 

To continue, depre?s the control key and 1. Then type section eighteen., finally, 
depress the return key. 

■ '' . ■ ■ . .X \ 

■ \ • 

18. The library has a great number of subject-specific indexes. Some of the 
indeices are more specific than others. The following is a list of the indexes that 
ar« currently received by the library, with a very general description of the 
subjects which can be found in each: \ 

Biography Index: lists where biographies have been published 

Book Review Digest: lists where critical reviews of books have been published. - 
This set also includes brief abstracts of some reviews. ; 

Book Review Index: lists where critical reviews of books |have been published. 

Business Index: ar' icles on business and economic conditions. This index is on 
film and is mounted in its own reader. It contains up to five years of citations 
to articles. 

Business Periodicals Index: articles on business and. economics and their related 
fields. This index is similar to the Business Index, but it is published as a set, 
of books. 

Child Development Abstracts "and Bibliography: articles on child development , 

Current "^ndex to Journals in Education: articles about education and its closely ., 
related iields, including- child development. This index is often referred to as 
^^C • X • vJ • H • 

Education Index: articles on education and related subjects such as child 
development. 

Exceptional Child Education Resources: articles on the education, treatment, and 
life of the exceptional child, 

General Science Index: includes articles on the sciences, but these articles are 
usually not of a very technical nature. 

Humanities Index: include.*^ articles on the humanities, including language and 
literature, art, music, dance, and philosophy. 
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•Indrx Medicus: techajcal articU-s on the science of medicine and its related 
. i\re.is. 

Magazine Index: articles from general interest magazines. This index is on film 
and is mounted in its own reader. It includes citations to articles published in 
the past five, years. 

Music Inuex: articles about music and its closely related fields. 

New York Times Index; articles published in the New York Times 

Newspaper Index: articles fri»*m several newspapers, including The New York Times, 
The Wall Street journal and'^he Cfiristian Science Moni».or. This index is on film 
and is mounted in its owrt reeader. It includes citations to articles published in 
the past five years " , 

Philosopher's Imdex: articles on philosophy and its closely related disciplines. 
Pollution Abstracts: articles about pollution. 

Vsycholoiical Abstracts: abstracts of articles about psychology and closely 
related areas 

Readers' Guide to Periodical Literature: articles from general interest magazines. . 

Social Sciences Index; includes articles on the social sciences, including 
psychology, sociology, history, and education.. 

Social Work Research and Avstracts: aTticles on social work and its closely 
related fields. * 

Sociological Abstracts: articles about sociology and its closely related fields. 

Study the list. When you beleive that you are familiar with it and wish to 
continue, depress the control key .and I. Then type section nineteen. Finally, 
depress' the return key. 

19. Obviously, there are some subjects which can be found in a number of indexes. 
For example, the oroad subject of education can be found in the following indexes: 

a. Education Index 

b. Current Index to Journals in Education 
a Social Sciences Index 

0. Child De;'elopment Abstracts and Bibliography 

e. Exceptional Child Education Resources * 

f . Psychological Abstracts 

g. Sociological Abstracts 

In addition, there will be articles cited in the two most general interest 
indexes; 

h. Readers' Guide to Periodical Literature 

1. Magazine Index 

£urthermor.e,» -there. would_„und^ ^^"i ^^^^ broad subject 

published in newspapers, so you could also consul t: ~ " 

j. The New York Times Index 
k. Newspaper Inuex 
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To continue, depress the control key and 1. Then type section twenty. Finally, 
depress the return key. 



20. 01 course, you will be looking for far more specific subjects when you use the 
indexes. With a little thought, you will be able to match the subject to the 
appropriate index. Try to match the subjects in the first group with the 
appropriate index In the second group. Write your answers on a separate sheet of 
paper* 

Group One: 

a. a biography of John Lennqn 

b. a book review of "The World According to Garp" 

c. a newspaper article about the 1975 New York City budget crisis 

d. an article about I.B.M. 

Grouji Two: . 

1. Business Index -j 

2. Book Review Index^^ 

'3. Biography Index ; ' 
4. New York Times Index 
To check your answers, depress the control key -and 1. Then-type section twenty 
one. Finally, depress the return key. 



V .21. (a-3, b-2, c-A, d-1) 

' Hereois anothen set for you to match: 

Group yne: , 

a. anprticle on education in Mexico 

b. ani article about the history of the War of 1812 

c. an\rticle about the planet Ve 

d. an article about 'air pollutio* ^ 

Group Two: 

1. General Science Index 

2. Pollution Abstracts 

3. Education Index 

4. Social Science Index 

To check your answers, depress the control key and 1. Then type section twenty 
two. Finally, depress the return key. 

22. (a-3,b-4,c-l,V2) 

Here's another set for you to try: 

Group One; 

a. an article about allergies 

b. an article about jazz ■ 

c. an article about classroom discipline 

d. an article about counseling sexual offenders 

Group Two: 

" 1 .-^"inxiex-Medicus — * " — ' 

2. Music Index 

3. Current Index to Journals in Education 
k. Social Work Research and Abstracts 

To check your answers, depress the control key and 1. Then type section twenty 
three. Finally, depress the return key. 
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^ 23. (a~l, b-2, c-3, d-A) 

By referring to the list of indexes that the library is currently getting, you can 
usually decide for yourself which index(es) to use. In those cases where you are^ 
not certain, ask the librarian. Armed with this knowledge, you will be able toX 
more effectiovely utilize this and other libraries. ! 
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PERIODICALS • • / 

1. The terms "magazine," "journal," and "periodical" are often used to mean /the 
same thing. Generally, they refer to a publication that is' issued at set / 
intervals. The term "journal" usually refers to a magazine that is scholarl/y in 
nature and is directed at a particular audience. To continue, depress the jtontrol 
key and the 1. Then type part two. Finally, depress the return key. 



2. In this library, the mp^t recent' journals (magazines) are kept behind the 
Current Periodicals Desk.^"Most recent" generally means that the issues are no. 
more than a year old. , ' _ , 

To continue, depress the control key and 1. Then type part three. Finally, depress 

the return key. . ; 

3. The journals (magazines^ which are no longer kept at the Current Periodicals 
Desk can be in one of three places in the library; . . 

a. micrqfilm . 
' . b. storage 

c. bound - T.. ni J 

To continue, ^fepress the control key and 1. Then type part four. Finally, depress 

the return ke^ 

.4. Each of /.he three locations is specified by a color: 
a. /red is for microfilm 
■ b/ black is for storage 
J, blue is for bound 

To contil?ue, depress the control key and 1. Then type part five. Finally, depress 
the return key. 

5. Th«^ dates of what the library owns for each of th • particular journals 
(maeazines) is indicated in color. These colors refer only' to where the older 



kept at the Current Periodicals Desk) 
d, the less current issues are on 
ess current issues are kept io storage* 
1. Then type part six. Finally, depress 



copies (meaning those which are no longer 
are/kept. Therefore, if the date is in re 
mi(/rofilm. If the date is. in black, the 1 
continue, depress the control key and 
t^e return key. 

/i6 Reviews 

' a. What is the difference between! a "journal" and a "magazine"? 

bi What are the three places a ,jo|irnal can be in this library when it is 
more than a year old? j 

c. When a journal's dates are listed in red, where are the less cureent 
issues kept? j 

d. When a journal's date are listpd in black, where are the less current 
issues kept? , 
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To review the material for question a, depress the control key and 1. Then type 
periodicals. Finally, depress the return key. 

To review the material for question b, depress the control key and 1. The type 
part three. Finally, depress the return key. 

To review the material for questions c and d, depress the control key and 1. Then 
type part four. Finally, depress tTie return key. 

When you have finished reviewing part four, you may continue by depressing the 
control key and 1. Then type part .five. Finally, depress the return key. 

When you have answered the four questions, you may continue by depressing th'e ^ 

control key and 1. Then type part seven. Finally, depress the return key. 

7, All the journals (magazines) owned by this library are listed on a visible file 
which is next to the Current Periodicals Desk. 

To continue, depress the control key and Then type part eight.' Finally, depress 
the return key. 

8. Ir -he manual which accompanies this disk, you will find a copy of a page from 
the visible file. Study this page, and refer to' it as you continue this lesson. 

To continue, depress the control key and 1. Then type part nine. Finally, depress 
the return key. 



9. Look at the entry for the journal "'Family Coordinator." The entry ia reproduced" 

for you here: 

FAMILY COORDINATOR V. 21, 1972-V.24, 1975 
According to the page from the visible file, the library begangetting this 
journal in 1972, which was volume 21. The dash (— ) indicates that the library 
continued to get that journal until the next date and volume listed, which in this 
czse is volume 24, 1975. 

Look at the entry for the journal "Food -Technology ." 

a. When did the library begin getting "Food Technology? 

b. When did the library stop getting "Food Technology?" 

c. What volumes of "Food Technology" are owned by the library? 

To check your answers, depress the control, key and 1, Then type part nine. 
Finally, depress the return key. 
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10. (a. 1960, b.l966, c. volume 14-volumo 20) 

Sometimes there is only one volume number and date listed for a journal 
(magazine). When this date is followed by a dash (--), it means that the library 
began getting the journal in the year listed, and is still getting it. An example 
of this is "Feminist Studies": 

FEMINIST STUDIES V. 8, 1982- 
The library began getting "Feminist Studies" in 1982, and is still getting it. 
Look at the entry for "Film Quarterly.". ■ 
, a.-V;hen did the library begin getting "Film Quarterly '? 

b. Is the library still getting "Film Quarterly"? 
To check your answers, depress the control key and 1. Then type part eleven. 
Finally, depresfte the return key. , 

11. (a. 19A5, b. yes) ' . 
,To review what you have just learned, answer the following questions: 

/ a. Is the library still getting the journal "Financial Analysts Journal ? 

b. Is the library still getting "Foreign Policy ]?eports"? 

c. When did the library begin getting "Forbes"? 

d'. When did the libri.ry stop getting, "Federal Probation'? 

e. What volumes of "Filmmakers Newsletter" are owned by the library? 
,/ro check your answers, depresis the control key and 1. Then type part twelve. 
Finally, depress the return key. 



12. (a. yes^ b. no, c. 1917, d. 1964, e. volume 6 through volume 11 issue number 
11) > " 

In addition tp the information already mentioned, the visible file includes some 
notes which may be of interest. These include; 

a. "See": the information on the title that you are ?ooking for is 
recorded in another place on the visible file. An example of this is: 

Faraday Society. Discussions see Chemical Soc, 
London. Jl Faraday Discussions 

b. "Current year only": this means that the library only keeps the issues 
from the current year. The older issues are discarded. An example of this is: 

Ford Foundation Letter Current year only 

c. "Film only" (also indicated by "FO" after the title): means that the 
library. only has this journal on microfilm. Since microfilming of a journal is 
generally done at the end of the year, the library will not have the most current 
issues of this journal. An example of this is: 

50 Plus V. IS-^iPm only • 

d. "Some gaps": indicates that the holdings of the library are not 
complete. There may be several issues of the journal .which are not in the library. 
An example of this is; 

Federal Reserve Bulletin v. 1, 1915-V.66, 1980. 

V.68, 1982- Some gaps) 



e. "Title changed" and "Formerly": indicate that more information about 
this publication can be found under another name on the visible file. Examples of 
this are: ■ , ■ , 

Family Health. . .Title changed to Health 
50 Plus. . .Formerly Ketiremnt Living 
To continue, depress the control key and 1. Then type part thirteen. Finally, 
depress the return key. 

13. Now that you know how to interpret the visible file, you will be able to tell 
whether the library owns the journal in which yoii are interested. Of course, if a 
journal is not listed on the visible file, that means that the library does not 
own it. 
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IjFAMILY COORmNftTOR Hu, u rXg Bi> Title changed to HEALTO 

FAMILY HZTiVVH_^,^2:22mmmi^^^^i^mmm^ ' " 



^J.,.n^n^v SOCIE TY. TRANSACTIONS " 51-V.4B. 'SZ. V .54.-5B. V'W. 'M^V-ftp-^^l 

'^ ^i^tle Changed to CHEHICAl. SOC. • I-°"'^f^ • ' J^!^!]!lSTL^ ' ""° ' '^ ^ 



'fgngnAL PRnBAflOW 1939 ^V.2B. 1964. 

-gP ncBM. REGISTER Current year :T^:»cf. rtoa /»«Kroa» yUM ■ , n, 

r -^ B« BaHK OP KAMSAS CITY. ECOMOMIC BBVIEW 197 S- tFormerlv MOMTOLY RL 

'JIB. b'V^'. S of M.Y. HOMTHLY REV. V. 56>- 74-V. 59^ ' 77 Z See QUARTERLY-^ 
PPSERVE BANK OF N.Y. QTLY. K^ ^^ V.2. 1977- (Fonnerly MONTHLYI^ 



Some gaps) | 



fTrHRR Q BIBLIOGRAFICO HISPANOAMERIGANO V.7« /1968-V.14^ #6, 1975. (Some 

ic n PT.tTfi V.18/- . 1978" riiH Of^LV (Former^ RETIREMENT LIVING) 

FI FTY PLUS 24 NO. ° 2 Feb. 1964" T 

\fl\iy[ CtlLTURE 

inil^v^pf & VIDErHONTHLY V.ll. #12> ' 78 - ';5^FormerIy.F i mMAKERS NEWSLETT 

^!T^ ^J^^^ Title Changed to J 

HFimMAKEKa ist. FILMMAKERS FILM & VIDEO MONTHLY 

FINANCIAL ANALYSTS JOURNAL V.32, N6.5, 1976- 

IFINANCIAL EXECUTIVE V.45 . No.ll> 1977- 

"fo cuS V. 7, No.l, Winter 1984- 

AHt> htinndmoN (F) v.B.firB - 

i p^p TRCH TJnT.fy5V V.14. 19ftO"V.20. 1966. 
^FORBES " V.l> 1917- 

Iford foundation letter 



Current vear only 



.3. 1973. 



FOREIGN AFFAIRS V. . 
iPOREIGjOAKglJAGEA^ 

1 FORMES No.l« 1929-N0.33, 1933// 
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I FORTHCOMING BOOKS Current vear only 



FpftTHgc^ING books - SUBJECT GUIDE Curre nt year onV 



Arrangement of books on the shelves 

1 In this library, the books are ai ranged on the shelves according to a system 
called the Library of Congress Classification Schedule The system uses a 
combination of letters and numbers to identify each book in the library. 
To continue, depress the control key and 1. Then type arrangement I. 
Finally, depress the return key. 



artd 



2. In this lebrary, the books are arranged first by letter alphabetically, 
then by number numerically. 

The books are arranged by and. then by . 

To check your answers, depress the control key and 1. Then type arrangement 3. 
Finally, depress the return key. 

3. (letter, number) , . , u 

This letter number combination is called the book's call number. ^. , . 
To cpntinue, depress the control key and Then type arrangement 4. Finally, 
depress the return key^ ' ■ 

A. In this system, a book with a call nurhber of "A 300" will be placed on the 
shelves before a iook with a call number of "B 2". A book whose call number is K 
10" will be placed in front of one whose call number is M J . ^ „. 
To continue, depress the control key and l.-Then type arrangement 5. Finally, 
depress the return key. 

5. Arrange the following call numbers in correct order: 

1. A 73.^ 

2. P 43.2 

3. C 33.4 

If you think the correct order *is: 4. a ^^„o^^v 

a. 2.3,1 depress the control key and 1. Then type arrangement 6. Finally, 

depress ^^he^return^key . ^ ^^^^^^^ ^^^^ ^^^^ arrangement 7. Finally, 

denress the return key. • _ „. 

c. 3.2,1 depress the control key and 1. Then type arrangement . 8. Finally, 

depress the return key, . 
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6. To review, remember that you must look at the letter before you look at' the 
numbers. Arrange the letters alphabetically first. 

If you would like to review some examples, depress the control key and 1. Then 
type arrangement 4. Finally, depress the return key. 

If you feel more confident, try to arrange the following call numbers in order: 

1. G 98 / 

2. H 44' 
. . 3. K 71 

If you think the correct order is: 

a. 1,2,3 depress the control key and 1. Then type arrangement 7. Finally, 

depress the return key. „ t.. -.-i 

b. 2,3,1 depress the control, key and 1 . Then type arrangement 8. Finally., 

deopress the ret.urn key. 

7. Very good. Here ar^ a few more call numbers to put in order: 

1. R 77.31 \ 

2. H 87.3 

'3. R 15-a 

' \ . 

If you think the correct order is: « r.. m 

a. 2,1,3 depress the control key and 1. Then type .arrangement 9. Finally, 

depress the return key. ' r,. ^ 

b. 3,2,1 depress the control key and 1. Then type arrangement 11. Finally, 

depress the return key. 

c. 3,1,2 depress the contrdl key and 1. Then type arrangement 8. Finally, 

depress the return key. 

8. To review, remember that before looking at the numbers, look at the letters and 
arrange them alphabetically. The decimal point does not have an effect on the 
order of the books that have different initial letters and numbers. 

If you would like to review some examples, depress the control key and 1. Then 
..type arrangement 4. Finally, depress the return k^y. 

If you would like to continue, arrange che following in order: 
. l.Q 73.1 . " 

2. N 72.2 

3. Z 71.3 

If you think the correct order is: 

a. 1,2,3 depress the control key and 1. Then type arrangement 8. Finally, 

depress the return key. 

b. 3,2,1 depress the control key and 1. Then type arrangement 6. Finally, 

depress the return key. 

c. 2,1,3 depress the control key and 1. Then type arrangement 7. Finally, 

depress the return key. 
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9. Very good. Usually, the call number is comppsed, of more than simply one letter 
and a number. Often, there will be a combination o^two letters followetpby a 
number. In this case, consider tH"e first letter andX^hen the second. 4 book whose 
call number is "BA 10" will be placed before a book w^ose call number is BF 2' . 
Similarly, a book whose call number is "PR 66" will be, placed on the shelves 
before one whose call number is "PS 17". A book whose 6all number is simply P 55 
will be placed before "PA 1" because a "P" without a letter following it comes 
before a "P" followed by any other letter. 

To continue, depress the control key and -1. Then type arrangement 10. Finally, 
depress the return key. ' , 



10. Arrange the following call numbers in order: 

a. BF 73,4 ' 

b. TK 72.3 ^. 

c. Z 93.2 ■ 

If you think the correct order is : 

1. c,a,.b depress the control key and 1. Then type arrangement 12. Finally, 

depress the return key. 

2. a,b,c depress the control key and 1. Then type arrangement 13. Finally, 

depress the return key. ° . 

3. b,a,c depress the control key and 1. Then type arrangement 14. Finally, 

depress the return key. 



11. Consider the letters before looking at the numbers. No matter what the. numbers 
are, the letters are arranged alphabetically first. 

To continue, depress the control key and 1. Then type arrangement 5. Finally, 
depress the return key. 

« 

12. To review, please remember that you must consider the first letter of each - 
ca.ll number first, ond then considet the rest of the call number: 

If you would .like to review sons examples of this, please depress the control key 
and i. Then type arrangement 9. Finally, depress the return key. 

. 4 

If you would like to continue, arrange the 'followi:ng call numbers in order;" 

a. BF 33 . ; ' 

b. HV 31 

C..T 3 . \ 

If yo- think the correct order is: , , 

1. a,b,c depress the control key and 1. Then type -arrangement 13. Fihally, 
depress the return key. 

2. c,a,b depress the control key and 1. Then type arrangement 15. Finally, 

depress the return key. 

3. c,b,a depress the control key and 1. Then type arrangement 14* Finally, 

O depress the return key. 
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r ■ ■ . : / ■ '/ ' ' ■ ■ ' . 

.13.: Very good. Here is another set for you to try. Arrange the following call 
nupibera in-order: ^ „ 

a.> 33 c 

b, PS 31 ' 

r. PR 30 

If you think the correct order is: 

1. a,c,b depress the control key and 1. Then type arrangement 16. Finally,^ . 
depress the return key. 

2. c,b,a depress the control key and 1. Then type arrangement 14. Finally, 
depress the return key. . ^ 

14. At tlds point, a review is necessary* Please depress the control key and ' 
1. 'ilien type arrangement S.'Tlien depress tiie return key. ^ 




15. When trying to put call rtumbes-rs in arder , it niicjht help to iinacpne 
that each bcKjinE W3. th b two letter comb i nail on . You may menti-Ally add a 

...^ - line -to thpBK that bi-cjin. wi th .dhe' lii-ttur to. clarify the — 

, situation. PI ace th^ -fol lowing ciUl number i:> in ordtM'-: 

b. Q 44 (or Q- 44) 

c. PS 10 ■ • 

• • • ■ 

H you think the corr ect order ' 

1. c,b,a deprest-i the control key and 1. Then type? arrangement 
13. Finally, depress -/tlie return key. 

2... c,aTb_ depress the control hvy and K Then type arraricjement 
_ '1 Jji^_Flnaj ]^ , depre^^^^^^ _T 

16- Very QDod.. Bo -far, you have learned that the call number o-f a bool; 
UKeji a combinatiOon of letters and nudibers,, The books are arranged 
•first by letter alphabetically, and then by number numerical l-;'. ' A call 
number tJfat"' beg 1 hs with a two letter comb i nati on - i treated ai; having 

two^r^epra i- a I e .1 e t trt^ns— f or- -ttr(2--pctr pt:tB-c'-trf-~£irr'.^^^^ 

gR-{Si-VeEn~>''iTter'-™t"tW^ 

followed by a combination of numbers and letters. 

To continue, depress the control key and 1... . then type arrangement 17* 
F'inally, depress the' return key. 

17. After the decimal point in a call number, the books are arranged 

a decimal point, any number of zeroes can be added'to the end of a 
number without changing its value. Thus, ".2" is -the same as ".2000'' 
and ".20000". To work with a number of decimal numbers,^ add zeroes to 

- — each of -them ;until you have the same number of di gits after the 

decimal point in each. After do-i ng -that , pi aci ng them in order wi 1 1 be 
relatively simple. 

To continue, depress the control key and 1. Then typi^ arrangement IB. 
"f-i nal 1 y , depress the return key . ^ " ' 
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la. Arrange the -f al 1 owi nc:) ca], 1 j-^utrinber 'i:-. u) urder: 
Ill" :.'6. 1 • 
b. If :J.6. 01 
c:. BF 36.273 

Remembfr ir- .-■dd ^oroeb to each numbor- after the decimal point to make 

tliem hn'VB ihe same number of decimal digit.i;-. 

Mov-v we gets 

a . BF 36 . 1 0(.) ' ' ,, . 

b. BF Zh.OiO . 

c. BF 36.273 



TD""chierc:i: your ^arisweV'V de^prKs^^ ^ 

arrangement 19. Finally, depress the return key. 

19, (b,a,c) 

If twD or more baoks have the same letters and numbers before the 
deni"f?'iar'ljoi>7t7"luHr'tTu~^ dt.^c i <iral - ■tJ-o-i-f'^t-r-l-e»e4^----«t*:.-- 

; J— — J eliiSr^--wt7rcTl "tTJttTiv^n;--^®- -t»eek^- wi ll than bp aj^±xmq£isl.Ja^iL -ib.£ia,&'ill~ - 



t,|lt.-^ J. t./ t. '^i V-VllXl-ll 1 IJ J. .1. WV. » IIIW ,.,wv, rT* - - J. -• r : ~ 

letter-. Somet i rnc-s , after the decimal point thertYwill be a 1 rt t^e^r . If 
two or more bookji liave the identical letters and numbers bef^>«i' the . 
decimal point, the books will be arranged alphabetically by-- the 
letterfc following the decimal point. • c 

Having gone this far, you are now ready to try your hand at tha final 

TWi eiArT:|uT2~r6^rat)»d Ii......ycjy„ 

can do this without any problems', you will have very , little trouble 
'finding books in thi^ library. 

I-f you are ready to take the final review. ciMi.^.r.e.l ated to the 

arrangement of books, depress. the control key and 1. Then type 
arrangement 20. Finally, depresis the return .key. 




... ;•(!' . ! ■ 

I '„ 1' ''I 1 , n i I- . . ■ ■ ■ 

c , ])t\ ! .. ' ■ 1 r 

d. 1 11 4. .■■ ( ■ . - • 

t:.'., / i.'-.J ^^ • 

•(• . h>- 7. ^ L . . . ■ 

Ml" /-1 3 K 

"Id clu'i.k yuui uiv- wor b , de(jt' r b the con Li' ' (-.'V <:nd 1 „ ilit.r i. /pt- 
arrangement 21. Fine-Uy, depr esiir- the r eturn l-it-y. 

The c. o r- 1- e r.; t r :) r d (:-,• r i & : g , . -\ f , b , c] c , e ^ ^ ■ — ■ 

a. r^r- 36.5 n 

b. I) 41.01 F 

c. DA 41.01 F 
d^.J^^ 4.,"''.-X 

(:■■„ 7 1 . 01 . A 
•( . BF 36,5 C 
c), BF 36.43 B 

If you got all these correct, corigratul at i ens.: you ar-e nc^; equippt 
with the knowleoge to locate books on the eh el v?es in thi& .library. 

If you had trouble wi tlT~tliir£~evrei^Tlie^ 

entire unit. To do thin;. , depreBS the ccntr-ol key and 1. i hen typ^.-: 
a r r a n g, e m e n t o f boo !•; a . F i r i a 1 1 y , cJ e p r e s s t h n- r e t u r n k e y . 
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